CENTRAL REGISTRY
PROCEDURE MANUAL

Subject: Creating an Initial Application Number: 650-56

Effective Date: March 14, 2017

PURPOSE:
To provide instructions on how to enter an initial EMT applicant into the Central Registry
and document the statewide certification.

REGULATION GUIDANCE:

According to Section 100344 of Chapter 10, a certifying entity is required to enter
certification into the Registry for each certification applicant no later than 14 calendar
days from the date the applicant successfully meets the certification requirements.

REFERENCE:

Chapter 10: California EMT Central Registry, Section 100344
Chapter 2: EMT Initial Certification Requirements, Section 100079
Procedure 650-58 Renewing an EMT Certification

Procedure 650-68 How to Reinstate an EMT

Procedure 650-80 Unarchiving an EMT Record

Procedure 650-82 Creating an Alias

PROCEDURE:

1. Inthe left column of the Central Registry under Applicant, click >Create (a)
2. In the Application Information panel, set the fields as follows:

e For the “Profession” option, select “Certifying Entity” from the drop-down
menu.

e For the “License Type” option, select “EMT” from the drop-down menu.

e For the “Obtained By” option, select the correct Initial Certification option
for this EMT from the drop-down menu.

e Enter the correct date into the “Application Received Date” — you can type
in the date or click on the calendar to the right.

Click >Next (b)

New Application

Application Information i 7
Profession * i,(?f,'?"é"”gtn"w v
License Type * [EMT v
s J
Obtained By * |

| Initial EMT/Out of State EMT Course
Appiication Received Date | |nitial EMT/CA AEMT Certificate
Initial EMT/CA Paramedic License
“ | Initial EMT/Out of State EMT Certificate
., | Initial EMT/Out of State AEMT Cent
" | Initial EMT/Out of State Paramedic Lic

Initial EMT/Current NREMT Basic —
. Next | Initial EMT/Current ADV NREMT
| Initial EMT/Current Paramedic NREMT
Initial EMT/CA EMT Course Completion
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CENTRAL REGISTRY
PROCEDURE MANUAL

Number: 650-56

Subject: Creating an Initial Application

Effective Date: March 14, 2017

3. The Person mini panel is now displayed. Before you can enter a new person
record, you will need to search to see if the person is currently in the registry.

Enter the social security number and click >Search.

New Application

Application Information

Profession * | Certifying Entity W

License Type * | EMT N

Search.subType | — W
Obtained By * ‘ Initial EMT/CA EMT Course Completion v

Application Received Date |04/22/2016 v

State/Province
Country | — v
N\ Next
eeson /'O
Address Linel I:| Licensee Only [ |
¥ Applicant Create - Person Advanced

N
{ search ) ciear | New Person -
S

Possible Scenarios: Review each section here to identify how to find an existing
record. If you do not find the record in these pathways, go to Step #4 to create a new

record.
a. A person record may already exist in the registry if they hold a Paramedic

license or if their NREMT exam results have been uploaded. Click on the New
License tab (a) to connect the Paramedic license and the EMT certification to

the same person record.

Person

search | Clear | New Person

Search Results B~ |
Name / License Type Address License Number | License Status
Smith, Rocke Rancho Cordova CA 95670
Paramedic Rancho Cordova CA 95670 Pending
. New License
a A7
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CENTRAL REGISTRY
PROCEDURE MANUAL

Subject: Creating an Initial Application Number: 650-56

Effective Date: March 14, 2017

OR
b. A person record will be displayed if the person has been certified previously
as an EMT; DO NOT CREATE A NEW RECORD. The EMT should be
‘renewed” or “reinstated” from the existing record. You would click on the

underlined EMT (b) to pull up the existing EMT record and process a renewal
or reinstatement.

Person

. Search I Clearl New Person -

Search Results B ~ |
Name / License Type Address License Number | License Status
Schmo, Jo Jo 1111 Madison Avenue Sacramento CA 95841
1111 Madison Avenue Sacramento CA )
b > EMT 95841 E108475 Active

c. A person record might be archived. If you searched Licensee Edit and did not
find the person, try searching for the EMT record through Licensee Edit,
Licensee — Person Advanced (1) and check the “Archive Only” box (2). If
archived, it will need to be “unarchived” in order to process the re-certification.
Follow the procedure for “Unarchiving an EMT Record” #650-80.

" Licensee
Applicant Person Facility ~
’ E:iam Profession License Type License Number l:l
- Edi
- License Status First Name l:l Middle Name l:l
Last Name Address Linel l:l Address Line2 l:l
SSN l:l Address Type Licensee Only [ ]
' User Security
: Batch Control ¥ Licensee - Person Advanced % 1
Date Of Birth ' Archive Only Renewal Id I:l
Applicant Number l:l 0ld Address Search [ ] County l:l
Include Alias [ ] Soundex [ ] Phone I:I
' Search 1 Clear \
2
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Subject: Creating an Initial Application Number: 650-56

Effective Date: March 14, 2017

4. If the person is not showing up as being in the database, click the “New

Person” tab.
(Person
Last Name | |

First Name | | Middle Name |
SSN |41475‘I 515 | Profession License Type
city | | State [ — v| Zip Code |
Address Linel | | Licensee Only []
» Applicant Create - Person Advany 4
_ Search | Clear | New Person
Search Results i
Address License Number | License Status
=]

1.No results were found. )

5. This is the new page that you will see:

Applicant

P - Create
- Edit Person Add/Edit b J

g Licensee Prefix D
- Edit

® Reminders
Suffix SSN |414  |-[15 |- [1515 E
“Ygr— [ [aa s Jfsis | a0
Date of Birth = |mm/dd/yyyy =~ Date Deceased |mm/dd/yyyy i

f User Security

= h ]

= Batch Contro Person Additional Add/Edit 1%
Person Address Fields J

city”| |
County| |
Unlisted [ ]

©
=

Address unel*l

ap It

Country*| United States W Address Line4

Phone Unlisted ]

stater| |

[[ICreate Alias
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CENTRAL REGISTRY
PROCEDURE MANUAL

Subject: Creating an Initial Application

Number: 650-56

Effective Date: March 14, 2017

6. Fill in the following:

. First Name, Last Name, SSN, DOB
Person Add/Edit

Prefix |:|

First Name ‘Di)(ie

Middle Name |

Date of Birth * [04/04/1974] | &+

Last Name * ‘Chicks ‘
ssn (414 |[15 [[1515 | ar[]

Date Deceased |mm/ddyyyy |+

« Zip Code (once you input the Zip Code, the City, County and State will auto-
populate), Address and Phone Number.

. Note: the Create Alias box in the lower left corner (a) is used to update the
Person record later as needed for legal name changes and these will show up
in the Alias panel. For future reference: Follow the procedure for “Creating
an Alias” #650-82.

. Click >Next (b) to proceed with the Initial application

Person Additional Add/Edit i %

Person Address Fields D o

Zipcode* | 95841-

City*|Sacramento |

Sacramento W
Sacramento Y

County* |Sacramentu |
Unlisted ||

laddress Line1*[5151 Watt Avenue @ Map 1t

Email ]
Cell Phone|(916) 555-4444 |

Country*| United States W

Phone Unlisted ||

Address Line2| |

Address Line3| |

Address Lined
Phone| |
Fax Unlisted [ |

Fa:<| |

staer[Ch_|

[ICreate Alias

aﬂ

b

\

Mexi Back

For questions, please contact the EMSA BLS Coordinator at (916)431-3717. Page 5
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Subject: Creating an Initial Application Number: 650-56

Effective Date: March 14, 2017

7. If the mailing address is the same as the address you typed in on the prior
screen, then you can click on Copy Person Address Fields (a) or you may fill in

the mailing address.
Click >Finish (b) at the bottom of the page.

License Information

License Additional Add/Edit

Select Emall Use License Address For Mailing
Email Merge Address | |
License Address Fields g
Zpcoce |
city*| |
County| |
Unlisted [ ]
Address Ijn:el*l | @ Map It
Emall| | Address Line2 |
Cell Phune| | Address Line3 |
u::l:uum:ﬂ.r‘c Address Lined
Phone Unlisted [_| Phone |
Fax| | Fax Unlisted [ |
State*:|
‘. Copy Person Address Fields |
\ a b ——> [Finish | [ Back
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CENTRAL REGISTRY
PROCEDURE MANUAL

Subject: Creating an Initial Application Number: 650-56

Effective Date: March 14, 2017

8. Below is the top half of the new page you will see. Under Search Results, you
will see a “pending” status on the record (circled). This status will remain until
you have completed the certification process on the EMT. The application
date shown in this panel (a) is not the same as the date you entered for receipt
of the EMT application in Step 1. This is a system date showing when the
application was entered to the Central Registry.

MyLicenge"
- Office TestEMT
Applicant SERVICES TASKS
- Create
ror = Insert New License Successful
14— I =l
== Person Facility
te .,
First Name Last Name Professien | Certifying Entity
R
B License Type zpcode ] e[ ]
" rity
- State |- v S5N
= Batch Control

* Applicant Edit - Person Advanced

“__Search | Search Al Related | Clear

Search Results

- Applicant Application Application
Name / License Type SSNFEIN || TRE T Obtained By Subtype Dt Hold/Alert
Chicks, Dixie
EMT 414151516 | 167079 AT 08/26/2016

$\ |

\__Check Flelds | Deny | Delete | Remove |- a

IMPORTANT NOTE: if you time out of MLO or leave this application and return later, you
will need to open the pending application through Applicant Edit (b), not Licensee Edit,
to continue the process. Search in Applicant Edit with the SSN or Applicant # to pull up
the pending record. There you will be able to access “DETAILS” in all of the mini-
panels and continue until the process is complete.

Myl..icense‘

Ditice TestEMT
Applicant

Purson Facility -
Fiest Wane | ] Lt Nane | ] Profession | Cemtong Ersty v
Licefise " F -
Edit License Type | Ceridyisg Entity Zip Code | ] =l
==——— St [— v s |
Reports
¥ dociicaen Foe - Perscn Adanced
User Seounty
Butch Control Apphcant Mumber E‘ﬁ 074 e Oid License Number
Ml: Inchude Alias [ ] Archive Only [[]
Date Of Birth [MMddiyyyy | (S~ Soundex []
' _Seanch | Search AS Relatess | Chear
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CENTRAL REGISTRY
PROCEDURE MANUAL

Subject: Creating an Initial Application Number: 650-56

Effective Date: March 14, 2017

9. The lower half of the page will show the Person (a) AND part of the License (b)

mini-panels filled in. b
_ S—TT [T
a Prefix: License Type: EMT
First Name: Dixie Certification Number:
Middle Name: Applicant Number: 167079
Last Name: Chicks Status: Pending
Date of Birth: 04/04/1974 Date This Status: 08/25/2015
SSN: 414151515 Reason Changed:
Issue Date:
Expiration Date:
Effective Date:
Prerequisites = Employers for License | Details | A |
Full Name Relationship Status Employer Name Start Date Position Name | End Date
No Data
No Data
Requirements | Details Jf A | Background Check [Detaits [~ ]
Name Status Date :ORI EReques(ed I?ate of CORI or Verif P:IATI .
Certified By Incomplete tatus Yy etter umber
" . No Data
LiveScan Information Unchecked
Received and OK
Application Complete and Ursreded
Signed
$75 Fee Collected Unchecked
NREMT Exam Taken and
Passed Unchecked
Certification Actions [ Details [~ ] Exam | Datails | A |
Certification Action Violation Start Date End Date Exam Battery | Exam Type Result Code Exam Date
| No Data | No Data

10.Next go into the Background Check mini-panel and click on the “details” button
in the top right-hand corner (a).

Background Check [ Details ] a
CORI Requested Date of CORI or Verif ATI

Status By Letter Mumber

MNo Data

Below is the screen that will open. Click on the “Add” tab (b).

Office

Myl._icense“’

Applicant > User Defined Objects

Applicant

Summary J d

- Create Name Address License Type License Number |License Status
Dixie Chicks 5151 Watt Avenue  Sacramento CA 95841 EMT NIA Pending

Background Check 74

CORI Status | Requested By | Date of CORI or Verif Letter ATI Number | NLI Submitted | EMSA NLI Submitted NLI Notes
Found

User Security \ IE
Batch Control b
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CENTRAL REGISTRY
PROCEDURE MANUAL

Subject: Creating an Initial Application Number: 650-56

Effective Date: March 14, 2017

11.The Background Check mini panel will open — this is where certifying entities
can log receipt of CORIs as required by regulation.
« There are two options in the drop down menu for CORI status (a):

o Background check prior to July 1, 2010 is used only for EMTs
that were grandfathered into the Central Registry and the certifying
entity submitted a Letter of Verification to EMSA at that time. Do
not use this option unless it was left blank originally and now needs
to be filled in. You must verify that this process was done.

o EMSA Receiving CORI Report is the option to choose for all
new EMTs, EMTs changing certifying entities or EMTs that are
reinstating and have lapsed over one year.

. Requested By: this would be your agency

. Date of CORI: the date both FBI and DOJ reports have been received
from the Department of Justice (DOJ) by your agency.

« ATI Number: This will be on the report you receive from DOJ and is on the
live scan application.

« DO NOT FILL IN “NLL.” This means No Longer Interested and you do not
fill that in until the EMT has not recertified with your agency within 12
months of expiration.

CORI Status

| Background check prior to July 1, 2010
Requested By | g\sa Receiving CORI Report

Date of CORI or Verif Letter }"mmldd/yyyy =g

ATI Number

= —
= Batch Control NLI Submitted [ rvad/yyyy | ERlv
.. Save | Cancel
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CENTRAL REGISTRY

PROCEDURE MANUAL

Subject: Creating an Initial Application

Number: 650-56

Effective Date: March 14, 2017

12.Below is an example of what should be filled in on the background check mini
panel for an initial EMT applicant:

Applicant

- Create
- Edit

= Licensee

# Reminders

Reports

User Security

Batch Control

~ N\

Applicant > User Defined Objects

Background Check

CORI Status ‘ EMSA Receiving CORI Report V|

Requested By ‘ CalFire-Sacramento

Date of CORI or Verif Letter [gai05/2015 | [l

ATI Number |£55444555

NLI Submitted [ /ddiyyyy | Bl

*__Save Jcancel

Click >Save (a)

13.This is the screen you will see once you have entered all necessary
background check information:

Applicant > User Defined Objects

Summary 3
MName Address License Type License Number | License Status
Dixie Chicks 5151 Watt Avenue  Sacramento CA 95841 EMT N/A Pending
Date of CORI or Verif ATI NLI EMSA NLI NLI
CORI Status Requested By Letter Number Submitted Submitted Notes
1 EMSA Receiving CORI CalFire- 08/05/2015 555444555
Report Sacramento
\_ Add

Click >Back (a)

/@
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CENTRAL REGISTRY
PROCEDURE MANUAL

Subject: Creating an Initial Application

Number: 650-56

Effective Date: March 14, 2017

14. The Employers for License mini panel (a) is not necessary for processing
EMT certification. It is used in paramedic licensure. If you can find the
employer in the drop down, then you can add it if you like.

License Type: EMT
Certification Number
Applicant Number. 167079
Status: Pending
Date This Status: 087252015
Reason Changed
Issue Date
a Expiration Date:

\ Effective Date

Employer Name

No Data

Start Date Position Name | End Date

15. The next step is to complete the Requirements mini panel. Click on the
“details” button in the top right-hand corner (a).

Requirements  Details |f A |
Name Status Date =
Certified By Incomplete ~N
LiveScan Information

Received and OK Unchecked

Application Complete and

Signed Unchecked

§75 Fee Collected Unchecked

NREMT Exam Taken and Unchecked

Passed

RN

IMPORTANT NOTE: If you chose the wrong Obtained By and discover this mid-process, you
may send a helpdesk ticket for assistance. This can be changed while still in pending, by the
BLS Coordinator. Once the certification is approved, it cannot be changed, but you can

document notes in the License panel clarifying.
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Subject: Creating an Initial Application Number: 650-56
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16.The first item on the checklist, (a) “Certified By,” should already show a status
of complete, because that is tied to the pre-requisite mini panel. If it shows
‘incomplete,” you may need to contact the BLS Coordinator to review and
correct the status. The LiveScan Information Received and OK means that the
FBI and DOJ reports have been received, reviewed and cleared by your

certifying entity (b).
Applicant > Check List Requirements
Summary P g
Name Address License Type License Number |License Status
Dixie Chicks 5151 Watt Avenue  Sacramento CA 95841 EMT N/A Pending
Requirement Status Changed By
> | certified By Incomplete
- ﬂ LiveScan Information Received and OK Unchecked
I ﬂ Application Complete and Signed Unchecked
mE $75 Fee Collected Unchecked
| ﬂ NREMT Exam Taken and Passed Unchecked
Requirement Status Change D
Completed W

' Save

. The checklist requirements match the Obtained By option you chose. Each item
on the checklist is required. If one item is not complete, then the certification
should be left in pending temporarily until all requirements are met.

. If the application is withdrawn or incomplete for a long period of time, it can be
deleted or removed. If an application was created in error, it can be deleted and
archived. See Procedure #650-66 Removing a Pending Application.
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17.Check off each item in the checklist (a), then go to the Requirement Status
Change panel at the bottom of the checklist and choose “completed” (b) from
the drop-down box and SAVE. Each checklist matches the requirements for
the chosen “Obtained By” so you would not use the other options.

Applicant > Check List Requirements

Summary D
Name Address License Type License Number |License Status
Dixie Chicks 5151 Watt Avenue  Sacramento CA 95841 EMT N/A Pending
\ Requirement Status Date Changed By
Nl Certified By Completed 08/01/2015 TestEMT
ﬂ LiveScan Information Received and OK Completed 08/25/2015 TestEMT
ﬂ Application Complete and Signed Completed 08/25/2015 TestEMT
ﬂ $75 Fee Collected Completed 08/25/2015 TestEMT
ﬂ NREMT Exam Taken and Passed Completed 08/25/2015 TestEMT

“_ Make Complete =
Incomplete

s Not Applicable
R
B equirement Status Change Unchecked 5
Completed v Waived

\_ Save

18.Now click on the MAKE COMPLETE tab (c) which is right above the
Requirement Status Change. This is commonly forgotten, so take heed! You
will not receive an APPROVE TAB until you Make Complete all Requirements.

19. After you choose MAKE COMPLETE, click > BACK (d) as shown below.

. Make Incomplate

Requirement Status Change I %
Completed Y
= S —
. Save g\
[ Back
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Important Note: If you clicked Make Complete and Back, then received an error code saying
that the background check is incomplete (as shown below), then you will need to fill in the
missing information (or send a helpdesk request) and then come back to the Requirements
mini-panel shown in Step #17 to click the Make Complete tab again.

Following error(s) have occurred:

+ "Background Check"” CORI Status data missing.
+ "Background Check" Date of CORI missing.
+ "Background Check"” Requested By is missing.

20. The Search Results screen in Applicant Edit will now appear, as shown
below. You will see the APPROVE tab (a). If the Approve tab does not
appear, then something is missing in the record. Check Fields, all
requirements (including Make Complete tab), background check, and verify
that the pre-requisite relationship is established correctly (with your agency
listed). If the Approve tab still does not appear, send a helpdesk request to
mlohelpdesk@emsa.ca.gov for further assistance.

Applicant

.

\__Search | Search All Related | Clear

Search Results e ~ |
Name / License Type SSNIFEIN | APPlicant | opained By Subtype [ APPICION | oi/atert St‘:fﬂ“’a""“//
Chicks, Dixie -

Initial Certification
EMT 167079 o 08125/2015 Complete

N

Approve | CheckFields | Deny | Delete | Remove |~

21.Click >Approve (a). The process is not complete until you approve and enter
the expiration date. Note: the application status above (b) means that the
requirements are complete, not the certification process.

For questions, please contact the EMSA BLS Coordinator at (916)431-3717. Page 14
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As shown in the screenshot below, the requirements are complete (c), but the status in
the License minipanel is still “pending” (d). In order to finish the certification process,
make sure to approve so that you can enter dates and send the card to print.

Person

Prefix:
First Name: Dixie
Middle Name:
Last Name: Chicks
Date of Birth: 04/04/1974
SSN: 414151515

(v

Prerequisites

Full Name Relationship Status
Sacramento
County EMS Certified By Active
Agency
Requirements =
Name Status Date
Certified By Completed 08/01/2015
LiveScan Information
Received and OK Completed 08/25/2015
Application Complete
and Signed Completed 08/25/2015
$75 Fee Collected Completed 08/25/2015
NREMT Exam Taken | &0 pjoteq 08/26/2015
and Passed
Certification Actions B
Certification Action Violation Start Date End Date
| No Data

o]~

License

License Type: EMT

Certification Number:

Applicant Number: 167079

Status: Pending % d
Date This Status: 08/25/2015

Reason Changed:
Issue Date:
Expiration Date:
Effective Date:

Employers for License =

Employer Name Start Date Position Name | End Date

No Data

Background Check [~ ]
Date of CORl or | ATI

CORI Status Requested By Verif Letter Number

EMSA Receiving| Sacramento County| 08/05/2015 555444585

GCORI Report EMS Agency

Exam [ Details | |

Exam Battery | Exam Type | Result Code | Exam Date

No Data

22. After you click the Approve tab, you will see Summary and License Activation
panels. Enter the Issue Date (a), which represents the effective date for the

certification, or use the drop down.

is the day certificate (EMT card)

The issue date for an initial application
is issued.

Applicant > Approval

Summary D o
Name Address License Type License Number |License Status
Dixie Chicks 5151 Watt Avenue  Sacramento CA 95841 EMT N/A Pending
Issue Date =~ a
Expiration Date g
Y Save | Cancel
For questions, please contact the EMSA BLS Coordinator at (916)431-3717. Page 15
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23.Next, enter the expiration date (a) based upon the Obtained By used. The

expiration date will be either:

« The last day of the month, two years from the effective date of the initial
certification

OR

« The expiration date of the certificate or license used to establish eligibility (such as
a Paramedic license or NREMT expiration), if less than two years and was used to
establish eligibility for certification vs EMT coursework completed within the last
two years.

Name Address License Type License Number | License Status

Dixie Chicks 5151 Watt Avenue  Sacramento CA 95841 EMT NIA Pending

License Activation i 9
Issue Date [08/25/2015 |ESl+

Expiration Date [08/31/2017 |E8l» <& a
Save | Cancel

REMINDER: Regulations require certifying entities to enter certification information into the
Registry for each certification applicant no later than 14 days from the date the applicant
successfully meets the certification requirements. Backdating an issue date beyond the 14 days
may be a violation of Title 22, Division 9, Chapter 10, Section 100344.

24.Finally, click OK (a), and the record will be saved to the Licensee area of the
database and sent to your “Batch Control/Current” area (on the left hand side
of the page). The card is ready to print. Make sure you choose the option
“EMT Initial Card” to find the name of the EMT whose card you wish to print. If
EMSA prints your EMT cards, those will be sent to the address you entered in
Step 7.

Applicant > Approval

Message

The EMT License has been approved for Dixie Chicks. no. E108485

a ——> | Ok

The certification has been completely processed and approved.
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